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Amama Ali <amama.shabbir@gmail.com> Mon, Dec 26, 2022 at 7:08 PM 
To: "jobswbproject@gmail.com" <jobswbproject@gmail.com> 


Dear Sir/Madam, 


This is in reference to your message for the position of Accounts Officer, attached is my C.V for your 
kind and favorable perusal. 


My background includes serving as Finance & Admin Specialist, Sr. Accountant, Sr. Finance Officer 
and Admin & Finance Officer, in the world's leading audit firm and humanitarian organizations. 


During my career | gained an exposure to community issues and the roles played by organizations 
working in the humanitarian & development sector in shaping the future of the communities. This gave 
me valuable skills (network building, team management, time management, prioritizing tasks, efficient 
in meeting deadlines and coordination,) and practical knowledge, but beyond that motivation which | 
got to work for the people was valuable for me. | would like to particularly emphasize my financial and 
administrative skills which | gained from my field experiences whether it is dealing with international 
staff, local staff to motivate them or be it coordinating Government Authorities. Through these, | 
displayed and expressed my ability to work under pressure and to tackle the problems which arise 
suddenly in daily operations. 

| also bring to the table strong computer proficiency in MS Word, MS Excel and database applications 
and a master degree in Economics & Finance, Political Science and Law. 


Furthermore, my qualitative expertise, good interpersonal skills and enjoyment in working as a team 
member makes me an ideal candidate to join this prestigious organization. | am sure | shall be able to 
demonstrate my suitability further in the interview. 


Looking forward to hearing from you. 


Yours sincerely, 
Amama 


Mobile: +923332368088 
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AMAMA ALI 


Permanet Address: Flat No. 302, 3“ Floor, Block-B, Zohra Garden, Soldier Bazar No.3, 
Karachi 
E-mail: amama.shabbir@gmail.com 
Mobile: +92 333 2368088 
Skype: amamashabir 


CAREER OBJECTIVE 


To find a challenging position to meet my competencies, capabilities, skills, education and 
experience. 


PROFESSIONAL EXPERIENCE 
PROFESSIONAL EXPERIENCE 


September 2022 Finance Officer 
To Date: International Walter Management Institute- Lahore 


e Assist in planning for financial operations, including systems for cash 
flow management, budgeting, consolidation of accounting information, 
internal controls, assist the financial reporting, financial record- 
keeping, and compliance of the WRAP programme to meet the FCDO 
regulations. 

e + Read and understand the clauses of the Accountable Grant Agreement, 
special provisions, standard conditions etc relating to WRAP project 

e Continuously stay abreast with IWMI financial policies, procurement 
procedures and the FCDO rules and regulations; compile and update 
applicable Pakistani government policies for the FCDO programme. 

e Assist the Team Leader in implementing the FCDO due diligence 
recommendations (finance related), where necessary 

e Assist in reviewing programme budget based on the FCDO and Team 
Leader requirements for the project implementation in Pakistan. 

e Assist in update the systems with accurate project financial data and 
ensure the financial data is up to date. 

e Ensure that project is charged only with eligible expenses, as per the 
accountable grant agreement and exceptions need to be dealt with 
Team Leader 

e Assist in liaising with IWMI HQ, Team Leader and Researchers for the 
project code issuance and consolidating execution site wise budget for 
the different components of the WRAP project. 

e Take timely actions for the project budget related queries for the WRAP 
project. 
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May 2022 To 
September 
2022: 


e Liaise with various IWMI-HQ departments and gather data to support 
the financial aspects of the project implementation in Pakistan. 

e Analyse the cost of the FCDO project in detail based on the individual 
staff time booking and prepare reconciliations where required. 

e Ensure that all WRAP project expenses are booked to the project in the 
respective month and to correct WBSs. 

e Review the project expenses monthly and ensure that expenses are 
charged to the correct WBS lines. If there are incorrect charges, liaise 
with respective staff to correct such entries in the following month. 

e Scrutiny of all staff statements of expenses, drivers' overtime, field office 
statements and prepare the summary for charging the costs to the 
respective cost centres for the WRAP programme. 

e Compile the documents and scan the complete set of documents for 
raising the PO and MIRO in the SAP system. 

e Assist in keeping a digital record of all the financial documents for 
uploading in the SAP system. 

e Keeping the record of allocation of all assets purchased for the FCDO 
programme by liaising with HQ. 

e Ensure that a physical check of all assets takes place on an annual basis 
and prepare an up-to-date inventory report by liaising with HQ. 

e Providing support for the process improvements & actively participating 
in scenario testing in the TSIP system. 

e Supporting the annual audits of the FCDO programme by providing 
documents & schedules as needed and coordinate with downstream 
partners, when necessary. 

e Produce ad-hoc financial reports as and when required. 


Program Assistant 
UNICEF SUN Unit, P & DD- Gilgit Baltistan- Gilgit 


e Manage project accounts related to project activities assigned to 
organization. 

e Prepare financial reports and statement of expenses and process for 
approval. 

e Consolidate status related to receipts, disbursements, and utilization to 
finalize the periodic financial progress reports on the format given by 
the donor. 

e Ensure adherence to the financial guidelines of organization and donor 
while carrying out all financial transactions. 

e Support planning, coordination and routine operations, including 
drafting of notifications, letters for communication, minutes of SUN 
and related meetings and maintenance of the records. 

e Support SUN officer in preparing necessary documents and 
correspondence. 

e Arrange appointments, receives visitors and responds to routine 
requests for information. 

e Proved assistance in organizing and managing periodic meetings with 
SUN stakeholder at provincial level. 

e Maintains office records and reference files on various subjects including 
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Aug 2021 To 
May 22: 


Aug 2019 To 
July 2021: 


administrative, logistical and financial. 
Preparation of travel and leave plans. 
Maintain mapping and 4W’s matrices. 


Accountant-Assistant Manager 
Pakistan Poverty Alleviation Fund-Karachi 


Manage project accounts related to project activities assigned to 
organization. 

Review financial reports and statement of expenses by partner 
organizations and process for approval. 

Consolidate status related to receipts, disbursements, and utilization to 
finalize the periodic financial progress reports on the format given by 
the donor. 

Ensure adherence to the financial guidelines of organization and donor 
while carrying out all financial transactions by the organization. 
Maintain monthly time sheets, attendance sheets and leave applications 
of all GRASP Staff including driver. 

Ensure the presence of apportioned vehicles and driver. Keep and 
maintain up to-date records / logbook of vehicles. Record keeping all 
vehicles should maintained including documentation of movements 
and location of vehicle. 

Vehicle Logbook shall be maintained to keep the daily record of each 
vehicle and driver indicating the date of the trip, location, vehicle 
information, driver name and staff information. Vehicle logbooks will 
be verified on a daily basis. 

Liaison, and coordination with PPAF Admin and GRASP Finance 
Manager. 

Undertake and assist in the recording and processing of invoices, 
receipts and payments as required and instructed. 

Administer the daily office operations and coordinate logistic 
requirements for the project office. 

Administer the petty cash system and ensure appropriate record 
keeping. In case advances for office expenses are provided, ensure 
timely liquidation. 


Finance & Admin Assistant 
United Nations Development Programme-Skardu 


Support in logistics, procurement and finance for the project, in 
accordance with corporate UNDP rules and regulations as well as 
donor’s requirements 

Prepare financial and administrative documents related to the project 
implementation; 

Develop quarterly and annual budget plans for recruitment of 
personnel; maintain financial records and monitoring systems to record 
and reconcile expenditures, balances, payments and other data for day- 
to-day transaction and reports; 
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June 2018 To 
Aug 2019: 


e Advise and assist Project staff, experts and consultants on all respects of 
allowances, salary advances, travel claims and other financial and 
administrative matters, and calculate and authorize payments due for 
claims and services 

e Provide organizational and administrative support in implementation of 
project activities including organization of roundtables, workshops, 
trainings, working meetings and other events 

e Prepare detailed cost estimates and participate in budget analysis and 
projections as required to handle all financial operations of the project 
office, make cash payments and reconcile all accounts in required time 
frame 

e Maintain, update and transmit inventory records of non-expendable 
equipment in accordance with UNDP rules 

e Perform cash custodian’s duties being primarily responsible for project’s 
cash disbursements and maintain project’s petty cash book and payrolls 
related to the regional offices 

e Ensure full compliance and universal application of administrative and 
financial processes and financial records with UNDP rules, regulations, 
policies and strategies, as well as donor requirements; 

e Provide input, review and finalize all financial and administrative 
documents related to the project implementation concerning field level 
activities and transmit as required to PMU and FOs; 


Finance & Admin Specialist 
Strengthening Participatory Organization-Karachi 


e Responsible for the cost-effective fund management and functioning of 
SPO finance section, including accounts, payments, tax deduction, 
salaries, budget reviews and feedback 

e Ensures that SPO Regional centre annual budgets are prepared to agreed 
formats in time 

e Performs the duty of financial analysis and reports on monthly, 
quarterly and annual basis to the RH and Manager Finance on the 
variances and unit cost 

e Assists the Regional Head and team in preparing the financial 
components of reports and or funding proposals for submission to 
donors through SMC or Chief Executive 

e Liaises with Manager Finance that their reporting requirements are met 
for timely release of funds 

e Liaises with SPO internal and external auditors and facilitates the timely 
completion and reporting of SPO's audited accounts 

e Provides support and guidance to the other regional staff on current 
financial procedures including how to cost activities, prepare budgets 
and carry out financial reviews 

e Ensures that all bank accounts for the SPO Regional Centre are 
operated, managed and maintained in accordance with agreed policies 
and practices 

e Acts as one of the signatories to the accounts operated by SPO Regional 
Centre. 
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October 2017- 
To April 2018: 


e Ensures the procurements are made as per procurement policy 
including services like printing services, building and equipment 
maintenance services, travel and hotel services etc 

e Supervises appropriate stock of expendable supplies and proper 
inventory of the equipment, furniture and vehicles at/under the direct 
control of National Centre 

e Prepare and update inventory status report and submit to NC 
Administration Unit on quarterly basis after performing physical 
verification on regular basis. 

e Oversees the SPO vehicles management, prepares duty roster, including 
daily duties of vehicles/drivers and proper maintenance and smooth 
functioning of vehicles 

e Ensures that quarterly vehicle maintenance reports are submitted to the 
NC Administration Unit or when ever required. 

e Responsible to maintain and update the personnel files at regional level 

e Facilitate the recruitment and performance evaluations process at the 
regional level 

e Responsible for submission of quarterly timesheet summary and 
monthly leave status of all staff to HR Unit 

e Oversee the submission and settlement of health insurance claims of 
staff to the HR unit. 

e Follows SPO administrative policies and procedures and ensure the 
implementation accordingly. 


Finance Associate 
Chemonics International Inc. -USAID Sindh Reading Program-Karachi 


e Maintain systems and controls to ensure efficiency, integrity and 
transparency of the operations in accordance with guidelines provided 
by Chemonics, USAID and internationally accepted accounting 
standards. 

e Perform all book keeping tasks in abacus. 

e Examine invoices, bills, receipts, or other documents for accuracy and 
completeness and ensure documents are ready to process for payment. 

e Review of local long term and short-term employment agreement and 
processing of payroll. 

e Ensure that all financial vouchers have the relevant documents 
supporting the payment transactions and notify the Finance Manager 
about incomplete documentation. 

e Maintain data on online portal of EOBI for contribution and registration 
of new employees. 

e Upload data, and maintain proper record of data, of withholding taxes 
on online portal of FBR. 

e Provide tax certificates to employees, consultants and vendors as and 
when required. 

e Prepare staff final pay-outs upon voluntary separation or termination 
and liaise with HR to arrange exit documents and settle final claims of 
staff members upon their departure. 

e Support critical analysis of subcontractor adherence to, and progress in 
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December 2016- 
October 2017: 


implementing, all of the finance and accounting aspects of subcontracts 
signed under the project. 

e Assist in month end closing procedures and prepare necessary closing 
documents. 

e Assist and support in periodic internal and external audits. 

e Ensure full compliance with applicable local labour and taxation laws 
related to staff salary. 

e Represent finance and participate in bid evaluations for procurement of 
goods and services. 

e Prepare monthly bank reconciliations reports for the project bank 
accounts. 

e Provide assistance during evaluation and audit assignment of existing 
and prospective Subcontractors. 

e Provide training to new finance staff members and interns and orientate 
them finance and organizational policies and procedures. 

e Answers queries of other teams of the project related to finance. 


Cashier/Finance Assistant 
Development Alternatives Inc. -USAID Azm-e-Pakistan Program- 
Lahore 


e Scrutinize payment requests to ensure that all necessary support 
documents are in place. 

e Assist Field Accountants to Review Grant’s payment vouchers. 

e Process all the per diem requests. 

e Process consultants payment requests. 

e Coordinate with banks and financial institutions. 

e Transfer of cash from the bank to the office. 

e Maintain the security of the safes in the office. 

e Maintain a petty cash advance register and report to the Finance 
Manager on any outstanding advance not settled within a working day. 

e Ensure that proper approval signatures are obtained and that both 
parties: Payer and Receiver verify the cash amount of the transaction. 

e Reconcile Petty Cash on a daily basis 

e Keep all salary related information/documentation strictly confidential. 

e Maintain/ organized project financial related documentation. 

e Ensure that financial files are labelled and organized 

e Assist in processing all staff travel Per diem. 

e Maintain Petty Cash account. 

e Scanning the monthly back-up documentation & upload to portal. 

e Assist the Finance Manager with internal and external auditors during 
reviews and audits. 

e Ensures financial management policy and guidelines are followed. 
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December 2015- Sr. Accountant 
November 2016: Deloitte Yousuf Adil, Chartered Accountants -USAID-Sindh Capacity 
Development Project-Karachi 


March 2015- 
December 2015: 


Scrutinize payment requests to ensure that all necessary support 
documents are in place (requisition, goods received note, contract, 
explanatory messages, etc.), that program managers / budget holders 
approval signatures are present, that account coding is correct and that 
payment is in line with the approved operational budgets. 

Prepare cash flow forecasts and ensure availability of finances through 
cash flow management. 

Review all Purchase Orders and Purchase Requests for proper coding 
and budget adequacy before approval. 

Preparation of periodic reports, analyse budgets and compare budgeted 
costs to actual costs. 

Preparation of monthly expense reports. 

Survey operations to ascertain accounting needs and to recommend, 
develop, and maintain solutions to financial problems. 

Prepare forms and manuals for accounting and bookkeeping personnel. 
Coordinate with banks and financial institutions. 

Assist in closing of accounts and preparation of monthly expense report. 

Assist the Finance Manager in identifying key issues and weakness in the 
system and provide recommendations for improving control processes 
or procedures. 

Keeping updated records of prepayments in respect to staff insurance, 
rents and their monthly amortization. Also keeping track of their utility 
bills and travel expenses. 

Ensuring that monthly withholding tax deductions are properly 
computed, deducted and submitted on time. 

Prepare & transfer staff salary ensuring full compliance with applicable 
local labour laws. 

Review & transfer staff per diem requests. 

Verification of sub-contractor’s invoices. 

Responsible to apply and tracking of USAID Waiver on GST & Provincial 
Taxes. 

Training staff on financial & administrative procedures. 

Assist the Finance Manager during audit process and provide the 
required information and record to auditors. 

Maintain filing system. 

Other project accountant related activities. 


Administration & Finance Officer 
Creative Associates International Inc. -USAID-Pakistan Reading 
Project-Karachi 


Assist operations team to ensure that procurement management is done 
on planned, timely manner and fleet management is well organized and 
coordinated with all sectors. 

Assist with matters related to IT, Administration, Security, and Logistics 
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functions of the regional office. 

Ensure a coordinated approach to IT, Administration, Security, and 
Logistics across the region of responsibility. 

Provide support to the team in organizing events. 

Assist in travel arrangements of field staff. 

Manage the field office & activities of programme. 

Manage District Office HR activities. 

Provide information and assistance to staff and supervisor, supervisors 
on human resource and work related issues. 

Provide support to supervisor and staff to develop the skills and 
capabilities of staff. 

Coordinate with banks and financial institutions. 

Assist in closing of accounts and preparation of monthly expense report. 

Monitoring cash usage and requirements and inform the Finance 
Manager or District Manager of possible unusual activity or 
requirements. 

Review all the payments documents for proper coding and supporting 
documents. 

Keeping updated records of prepayments in respect to staff insurance, 
rents for all programs and their monthly amortization. Also keeping 
track of their utility bills and travel expenses. 

Ensuring that monthly withholding tax deductions are properly 
computed, deducted and submitted on time. 

Review all Purchase Orders and Purchase Requests for proper coding 
and budget adequacy before approval. 

Prepare & transfer district staff salary ensuring full compliance with 
applicable local labour laws. 

Assist the Finance Manager in identifying key issues and weakness in the 
system and provide recommendations for improving control processes 
or procedures. 

Prepare periodic details for withholding tax statements of employees 
and other than employees for further submission to FBR. 

Upload data, and maintain proper record of data, of withholding taxes 
on online FBR portal. 

Provide tax certificates to employees, consultants and vendors as and 
when required. 

Check and post monthly transactions into Excel spreadsheet and 
onward posting into software. Ensure that all information in the 
spreadsheet is correct and complete. 

Assist Finance Manager in doing monthly imp rest loading into 
software. 

Training staff on Financial & Administrative procedures. 

Assist the Finance Manager on compliance matters and during audit 
process. 

Provide and manage relevant evidences in line with M&E requirements 
for different activities. 

Ensuring compliance and internal control procedures are followed for all 
cash disbursements, receipts. 

Maintain filing system is soft & hard copy. 
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January 2015 - 
March 2015: 


September 2012 
-December 
2014: 


Sr. Finance Officer 
International Federation of Red Cross & Red Crescent Societies- 
Islamabad 


e Developing budget for Office & Field Offices. 

e Expenses analysis and for Office Budget & Field Office Budgets. 

e Preparation of Cash Forecast for Office & Field Offices. 

e Monitor and assist in pledge report submission. 

e Verification & booking of on reports received from fields according to 
the activities & projects. 

e Processing of Per Diem claims of local and Foreign Staff. 

e Processing payments of various payment modes for the operation: 
Cheques, Cash & Transfers. 

e Scrutinize payment requests to ensure that all necessary support 
documents are in place (requisition, goods received note, contract, 
explanatory messages, etc.), that program managers / budget holders 
approval signatures are present, that account coding is correct and that 
payment is in line with the approved operational budgets. 

e Manages bank payments, money transfers and bank relations. 

e Responsible for correspondence with Bank and making all sort of 
banking letters (Which includes Bank Transfers, Payment upon ID, 
Draft and cancellation letters). 

e Prepare and maintain petty cash and bank journals, with supporting 
documentation. 

e Do daily cash count, every evening, and regularly reconcile. 

e Month-end verification of balance sheet account balances, including 
preparation of main file containing relevant supporting documentation. 

e Preparing monthly bank and cash reconciliation. 

e Realization & reconciliation of Prepayments of Rent on monthly basis. 

e Follow upon advances and payables. 

e Follow up reconciliation of Security Deposits on monthly basis. 

e Ensures compliance and financial management policy and guidelines are 
followed. 

e Maintain a filing system for all the monthly vouchers and other financial 
documentation. 


Finance Officer 
International Federation of Red Cross & Red Crescent Societies- 
Islamabad 


e Developing budget for Office & Field Office. 

e Preparation of Cash Forecast for Office & Field Office. 

e Verification & booking of on reports received from fields according to 
the activities & projects. 

e Processing of Per Diem claims of local and Foreign Staff. 

e Processing payments of various payment modes for the operation: 
Cheques, Cash & Transfers. 

e Scrutinize payment requests to ensure that all necessary support 
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documents are in place (requisition, goods received note, contract, 
explanatory messages, etc.), that program managers / budget holders 
approval signatures are present, that account coding is correct and that 
payment is in line with the approved operational budgets. 

Ensuring that monthly withholding tax deductions are properly 
computed, deducted and submitted on time. 

Manages bank payments, money transfers and bank relations. 
Responsible for correspondence with Bank and making all sort of 
banking letters (Which includes Bank Transfers, Payment upon ID, 
Draft and cancellation letters). 

Provided necessary information and reports to internal and external 
auditors to ensure compliance with financial regulations. 

Prepare and maintain petty cash and bank journals. Do daily cash count, 
every evening, and regularly reconcile. 

Month-end verification of balance sheet account balances, including 
preparation of main file containing relevant supporting documentation. 
Preparing monthly bank and cash reconciliation. 

Follow upon advances and payables. 

Ensures compliance and financial management policy and guidelines are 
followed 

Maintain a filing system for all the financial documents. 


February 201. - Administration & Finance Officer 
International Federation of Red Cross & Red Crescent Societies- 
Karachi 


September 2012: 


Process purchase request forms and issue purchase orders, ensuring 
appropriate approvals and accounting charge codes. 

Prepare requests for quotes to obtain competitive bids/offers from 
vendors or contractors for procurement of goods and services 

Follow up of process from issuance of award, delivery of goods/services, 
and acceptance to release of payment to suppliers/service provider. 
Carrying out market surveys for source generation & price comparison 
to be able to purchase goods and services. 

Evaluate and monitor contract performance to ensure compliance with 
contract terms and deliverables; and assist the requesting unit in 
resolving any divergences 

Preparing and regularly updating overall procurement status for 
programme and operations need. 

Identify and maintain lists of vendors and sources of supply for goods 
and services. 

Maintain a filing system for all admin related documentation, such as 
contracts, quotations and purchase requests. 

Maintain and track inventory of the Federation property in the office 
and residence. 

Prepare and maintain quota records of all supplies including electrical 
items required for office. 

Trainings, workshops and meeting arrangements. 

Keep record of all trainings & monthly coordination meeting and the 
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records of all field operations reports, meeting minutes and other 
operations related record. 

e Logistic support to staff-flight booking, hotel accommodation, airport 

e Pick and drop and arrangement of transport for field visits. 

e Manage the daily operations of the field office. 

e Documentation of Property Contracts, handover & takeover. 

e Regularly monitor the function of water supply, electricity, gas and 
generators. 

e Managing HR matters of staff at Field Office level. 

e Performance appraisal or evaluation of employee. 

e Monitor local staff contracts and advice the head office in advance of 
expiry. 

e Oversee employees’ disciplines and their compliance with organization’s 
rules and policies. 

e Developing budget for Office and Field Office. 

e Verification & booking of on reports received from fields according to 
the activities & projects. 

e Processing payments of various payment modes for the operation: 
Cheques, Cash & Transfers. 

e Scrutinize payment requests to ensure that all necessary support 
documents are in place and are in line with the approved budgets. 

e Ensuring that monthly withholding tax deductions are properly 
computed, deducted and submitted on time. 

e Manages bank payments, money transfers and bank relations. 

e Responsible for correspondence with bank and making all sort of 
banking letters (Which includes Bank Transfers, Payment upon ID, 
Draft and cancellation letters). 

e Prepare and maintain petty cash and bank journals, with supporting 
documentation. 

e Examined and analysed journal and ledger entries, bank statements, 
inventories, expenditures and other financial records to ensure accuracy 
and compliance with established accounting standards. 

e Do daily cash count, every evening, and regularly reconcile Month-end 
verification of balance sheet account balances. 

e Preparing monthly bank and cash reconciliation. 

e Follow upon advances and payables. 

e Ensures financial management policy and guidelines are followed. 


‘EDUCATION 

July 2006 - University of Karachi, Karachi 

July 2008: M.A-Economics & Finance 

April 2004 - Federal Urdu University of Arts Science & Technology, Karachi 


August 2006: L.L.B-Law & Legislation 


January 2004- University of Karachi, Karachi 
December 2005: M.A Political Science 
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COMPUTER SKILLS 


e DISM (Diploma in Information and System Management) from APTECH-MS Office, 
SQL, HTML, VB(Visual Basic) & Java Scripting 
e SAP, Quick Books, Microsoft Dynamics SL & SQL Edition 


COURSES & CERTIFICATES 


e JAIBP (Junior Associateship Institute of Bankers Pakistan) 
Stage I & II 

e NDRT (National Disaster Response Team) Training-conducted by PRCS (Pakistan 
Red Crescent Society in Assistance of IFRC (International Federation of Red Cross & 
Red Crescent Societies) 

e Finance Training for Officer & Assistant-conducted by: Zone Finance Unit in Kuala 
Lumpur, Malaysia 


REFERENCES 


Finance Coordinator: Abdul Majid Qureshi 
International Federation of Red Cross & Red Crescent Societies 
Mobile: +92 300 5633914, Email: majid.qureshi@ifrc.org 


Admin Manager: Zulfiqar Hussain 
International Federation of Red Cross & Red Crescent Societies 
Mobile: +92 300 5554514, Email: zulfiqar.hussain@ifrc.org 


Education Officer: Nuzhat Akram 


Pakistan Marine Academy 
Mobile: +92 333 3452950, Email: nuzhat.akram@hotmail.com 
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